How to Add an Agency

Broker's may have multiple agencies for which they submit business. In the NYSOH
Broker Portal, adding a new Agency is easy. Simply sign in to the NYSOH Broker Portal.
Once on the Overview screen, click the My Profile tab at the top of the screen. Once on
the My Profile screen, scroll down to the bottom of the page. Under Agency Affiliation, all
agencies that the Broker is already affiliated with will appear.
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You can select more than one county or language by holding down the control button when making your selection.
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1. Toadd a new Agency Affiliation, enter the Agency License Number of the new
Agency. Once added, the Agency Name and Agency EIN will populate. Verify the
information is correct and then click the green Add link.
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Please confirm that the information above, related to your NY State of Health certification and service details is accurate. This

information will be displayed when potential clients are searching for a Broker, Navigator or Certified Application Counselor.
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2. Once the green Addlink is clicked, the new Agency will appear under My Agency
Affiliations section.

Agency Affiliation: Additional Contact Information Optional
Enter Agency's License Number to add to your list. You can give us a secondary contact who can do
Agency Name Agency EIN (Tax ID) @ business on your behalf through NY State of

Health Customer Service Center. You can also
skip this section or come back to it later.
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Please confirm that the information above, related to your NY State of Health certification and service details is accurate. This

information will be displayed when potential clients are searching for a Broker, Navigator or Certified Application Counselor.
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3. Click the Savebutton once complete. The newly added Agency Affiliation will
display under "My Agency Affiliations”.




